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REP300-PO Purchasing Reports

Course Overview

The REP300-PO course covers the delivered GEARS reports that are expected to be the most useful to manage purchasing activity at the
Judiciary. The course includes an explanation of the report and how it is used, the navigation to the report in GEARS, the Run Control
record that is used to initiate the report as well as a sample of the output the report will produce.
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POPO 005 PO Dispatch/Print

Explanation: This job prints a hard copy of the purchase order. This copy can be used to fax a copy of the order to the vendor. There should be
no reason to print a copy to file because the system will retain an electronic copy.

Navigation: Purchasing / Purchase Orders / Review PO Information / Print POs

Run Control:

ORACLE’

| Wodlist | MultiChannel
Favorites  Main Menu  » Purd]rasing » Purd‘las_er Orders  » Review PO‘;nFormaﬁon »  PrintPOs
- -
LEI New Window B) Perzol
Print POs
Run Control test Report Manager  Process Monitor L
10
Language:  English - @ Specified ©) Recipient's
Report Request Parameters Statuses to Include
Business Unit: Q  To: Q Approved Dizpatched Canceled
Open Pending Completed
PO ID: K Select Purchase Order e o
iscellaneous Options
Contract SetiD: Q
*Hold Status: NOT On Hold -
Contract ID: | Q
Release: Q, *Chartfields: alid Chartfields -
From Date: Eg Change Orders: UnChanged Orders -
Through Date: [ ["] Print Changes Only
Vendor D  a Print PO Item Description
endor ID:
Print Duplicate
Buyer: | O‘ Number Of Copies: 1
Template ID: | a Sort By: Sort by Line Number -

|E Sa'vel |& mmml “El Motify | ||§ Addl |E Wpdate/Displa




Training Guide
Purchasing Reports

Sample Report Output:

US001 NEW YORK OPERATIONS

GEARS

General Enterprise And

e’

Purchase Order

Resource Support

Dispatch wia Print______
144 Morth Sireat Purchase Drder Case Aewisian Fage
Fesrer York MY 10168 OS0S]-SEATED T 03403005 1
Umitad Statas Paymsant Tarms  Fraight Terma Ship Vs
Descinatios CCaEmary
Vendor: SCRGOOOT01 Fhang Charrarmey
EIKE SHOF T T SELL_LoES_SCLEg Un
123 MAIN ST. Ship Ta g« Mlarth Sinmsen
AMNY TOWT T 851720 Forw ok MY 10168
Lirilad Siates
=il Tex 144 Masth Siressn
Mhorw Yoark MY 1O1EH
Urited States
Tax E vl Y| Tax Examgl 1D Aeplanishmant Dptian:  Standard
i [ iprlicin Mig IO Coankity LICK PO Price Exi AmE O
- 1 TEETI 10088 S . 0 56,00 03SLESIO05
FAGTPA T.Mm
ST Cade: {86350} 4. B3
Sehacdula Tatal 6B,
Hem Total £E, O3
2 1 TESTZ 2.00E82 ¥.1% G.30 03S1%S 2005
FRGTFA 0.E1
SUT Code: {250 0.54
Schedule Tolal T.E5
Herrs Toestal Tofed
Total PO Amount | 15 &3]
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POPO 009 PO Activity Report
Explanation: This job prints a hard copy of the purchase order for an entire Business Unit or Department. The report does not have the

capability to print the PO Activity for a single PO.

Lists purchase order activity for the purchasing business unit, GL business unit, department, and dates that you select. Reviewing
this report enables you to perform comparisons and resolve discrepancies proactively.

Navigation: Purchasing / Purchase Orders / Reports / Activity

Run Control:

ORACLE

Favaorites Main Menu > Purchasing » Purchase Orders » Reports » Actwity
- - - - -

Activity

Rum Control ID:  test Report Manager Process Monitor |,L|
Language: English -

Report Request Parameters

Business Unit: U
GL Business Unit: L& Include Cancelled POs7?
Department: Q, Include Open/Pending Appr POs?
Option: (&) Nbr Days: Date: | ]
Through Date
Option: a Nbr Days: Date: | [
| =B Sa'ue] |1 Nutrﬁrl | 3o Re'lip_-ti] =N .n.ud] | = Llp-l:la'be.l‘l:hq:llﬂyl
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Sample Report Output:

Peopleboit Flnanoisls
Report ID:  POPOA39 TURCHASE QORIER ACTIVITY RIFOAT Page ¥} =f 923
Aun Dete JLS1ES3005
Rurn Time LLil7i37

PO Bualnmmm Urit @ USO01--05091 HEW YORE OFEAATIONS 7O Cruwate Detes I[neluded = Thru

L Buainass Unit ¢ UE005--T500% PLORIDA CFERATIONE Imclude Corpellsd FGs i H

Departoant L1000 —I=forematiaon Ssrvicam Izcludn OpanfPending Appoowal POm : N

create bTf VERdoT S PG Il Categorys mfg ITem Id4f Inem IS

Status Trom D Boper L na i Sl ODumcc Ranufackuoarc Dumcc drcar O Fricm e Extanded Fricm Cacs
04/ 1072003 D4/2452003 NHIFE SHOP Q0000DDD4AE CYCLING LO00E 2ga.o0 20.00 ER 4,.000.00 USD
RAomrerud il 151 Cyeling Equipmank Bieyeln Sxell Co Supplax Shesta, Man“s

PSR TO0E  DESEASZO03  BIEE SHGE AaORDeLIEl  CYCLING s gedrlileleleh ] Lanng L, 0,00 El o000 .00 BED
Dispatehed il 151 Cyeling Equipmank Bieyeln Sxell Co Leng Slesve Diking Jermay, Man

PSR TO0E  DESEASZO03  BIEE SHGE AagRneLLEd  CYCLING s gedrlileleleh ] Lanng L, 0,00 El o000 .00 BED
Dispatohed VPl 11 cyaling Bpuipmsnt Bioyole Beall Co Long Slesve Blking Jerasy, Hen

D4/ 2472003 DESOAS2003 DIFE SHOP Q0000D0DDEY CYCLING Laoos S53.00 i7.00 EN E2J.00 USD
Dispatohed VPl 11 cyaling Bpuipmsnt Bioyole Beall Co Long Elesve T=fhirt, Womsne

O/ 0LA2003 DEFILSAZ2003 DIFE SHOP Q000DDDDE4 CYCLING Ercaaaoool Laooo taa.oo 20.00 ER I,000.00 UsD
Dispatehed Pl 141 Cyceling Equipsant Bicycla Szell o Leng Slesve Diking Jeramy, Man

ORSRLATONI  DESULSA2O0F  BIEE SHOE aQopeRLss  CYCLING Loong 25,00 L5.00 EN 37500 uED
Dzspatched wrl 141 Cyceling Equipsant Bicycla Szell Co Long Slsevwe T-Shicrt, Haos

DESESSTONI DESEES2003  BIRE SHOE MQopoonsE  CAMPING 1onds Lo, oo L. ne Ex Q.00 uED
Dimpatched TPl 141 Cacping Equipoant Bicycla Szeil Co Adc Mettreas, Dochle

DESDS72003 DESCAS2003 WHIFE SHOP Q00000 0DEE CANPING La0s3 ta.oo la.00 ER 1E3.90 u=D
Dispatohed VPRI i1 Canplng Bpuipesnt Bigyole Beall Co Aluminem Fressore Sooker

DESI272003 DESIDA2003 WHIFE SHOR Q900000 DSE HAADRRREE FAR-E1 ta.oo £,501.81 ER BEE . DIS.0 U=D
Dispatohed CHEISBAKER 171 Hardupre Bigyole Besll Co Coesktop 450Hhe

SESUIIITONI DESAIVSIO03  BIRE SHGE Aa0RDeoLEE  HARDHARE PRA=DZ L, oo 0,330,001 EA 13 E80.10 BED
Dzspatched CIERISBAKER 4 Harduscsn Bicycln Szell Co Menitar 17inch

SESESST003  DESEES2003  CAEPER'S HAREROTAE AA0RDORDET  CAHPING 10053 L, oo La. 00 En WEd.00  0ED
Dispatehed P2 141 Camping Equipsant Bicyeln Szell Co Aluzire=s Frussuce Cooksr

OE/O3/2003 DESDAS2003 CREFER'S WARERNOTSXE Q0000DDDET CANPING LOO0SE to.oo L.00 ER i3.0a0 uOsoD
Dispatahed Vel il Carping Bqlpeent Bloyoles Gmsll Co Cookie s Chow Eitu Urenalls

OE/O3/2003 DESDAS2003 CREFER'S WARERNOTSXE Q0000DDDET CANPING Laoso 5.00 L7.00 EA E3.00 UsD
Dispatahed L] 3 Carping EBqlpesent Bloyole Bmsll Co Alrbed, Cussn

Total fer Infarmatipn Sarvicms Dupactomest 20 S8 18 LEs
Total for GL Pasinass Unit T5993 FLORIDA CFEARTIONS: 90, 79618 usn
Total for Popineas Unic DEGLL WEW YORE OFERATIOHE 331,660, 080,53  LED

Erd =! Rapcck
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PORC 700 Receipt Accrual Report
Explanation: This report lists all received items (sorted by ChartFields) that have been posted but not fully invoiced. It can help with monitoring

and maintaining monthly budgets.
You can run this report for inventory items, expense items, or both. It might also include landed costs.

At the Judiciary, Asset items are tracked in Magic and are not considered to be Inventory Items in GEARS. The only type of item
that is tracked in GEARS is Forms.

Navigation: Purchasing / Receipts / Reports / Receipt Accrual

Run Control:

OoORACLE

Fawvorites Main Menu > Purchasing » Receipts » Reports » Receipt Accrual
- - - - -

Fa

Receipt Accrual

Run Control ID:  test Report Manager Process Monitor | i l

Language: English -
Report Request Parameters

@ By GL Business Unit Include Landed Costs
GL Unit: I— Q Accrual Reporting Options
© By Receipt Business Unit & Al
Receipt Unit: I— a ) Expenses Only

@ Inventory Only

ChartField Sort Options

T
Pessonalize | Find | View Al | EX I =8 First

*ChartField ChartField Value 1 ChartField Value 2

Q| Q | a |EHE=

|E@ save | |L& Returnto Search| [[E] Motify | [Eaeirdd.| [JEl Update/Display]
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Sample Report Output:

PecpleSoft Financials

Report ID: POACTOO RECEIFT AROCRUAL REPORT Page 1 of 1
Aeceiving BU US001 Run Date 0772072006

GL BU uUsid8 Currency Code USD Run Time 15219127

Verdor Id SCMI 000001 Vendor Name BIKE EEDP

Aoocrual Recw Recv Aeceipt BD ID PO  Item IDS Exp PO Qty Accepted LOM Purchase Amount

Ycar/Pd 1D Line/Seg/Dist Zatg Lize Desoripuion licn gty Lmount Hot Zovediced

2003 5 0000000025 1 1 1 0570172003 oOCCCOO05S 1 10002 ¥ 25. 0000 25,0000  EA 178,00 175.00

Long Sleeve T=Shirt, Mens

2003 5 0000000023 1 1 1 0570172003 ooCCOOO054 1 10000 ¥ 100, 0000 100.0000 EA 2,000.00 2,000.00
Long Sleeve Biking Jersey

2003 5 0000000018 1 1 1 0472472003 oOCCCOO051 1 10000 ¥ 100, 0000 100.0000 EA 2,000.00 2,000.00
Long Sleeve Biking Jersey

2003 5 0000000019 1 1 1 0472472003 ooCCCOO052 1 10000 ¥ 100, 0000 100.0000 EA 2,000.00 2,000.00
Long Sleeve Biking Jersey

2003 5 0000000020 1 1 1 0472472003 0OCCCOO053 1 10004 ¥ 50. 0000 20.0000 EA 850.00 850.00
Long Sleeve T=Shirt, Wome

V¥EHDOR TOTAL WOT INVODICED T,225.00

B TIOTAL HOT IKWVOICED T,225.00

GL BU IOTAL NHOT INVOICED T,225.00
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POROL 001 Open Purchase Order Report

Explanation: Review open purchase orders for the budget year-end process. The information for the purchase order distribution lines appear in
this report if their encumbrances still remain on the KK_LIQUIDATION table.

Navigation: Purchasing / Purchase Orders / Budget Year End Processing / Open Purchase Order Report

Run Control:

ORACL "

Favorites
-

Main Menu  » Purdlasing - Purchas_er Orders » Budget Year E_pd Frocessing » Open Purchase Order Report
-

Open Purchase Order Report

Run Control ID:  test Report Manager Process Monitor | ey I
Language: -
Business Unit: MDJu Ls- 1§ Ledger Growp: Q
Wendor 1D (=%
Budget Date Range
From Date: Ii & To Date: Ii [&4]
ChartField Selection FPersonalize | Fing | B | 8 o 00 4
Sequence Field Long Mame Include CF
| 1 Batch Agency
| 2 |Program Cost Account
| 3/ Funa =1
[ 4| |Account
| S |Program Code
| [ A ppropriation Number
I ¥ |Approp vear
I 2 |Department
[ 3| |Project

10
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Sample Report Output:

PeopleSoft Purchasing Page : 1
Aun Date 035112005
OPEN PURCHASE ORDER REPORT - OPEN PO LOOKUP Aun Time 08:00:48
PO BU Purchase Order Line/Sch/Dist g Oy Oty Remain g Encumio Encumb Remain Currency COrig Encumb Base  Encumb Remain Basse Base Cwurrency  Itemn Descrotion
vseoL 0000088035 DATE: 05/01/20801 wendor : SCHO000001 RAME: BIKE-001 BUYER: Blake,Scott
b b 1 1,00 -1 15 00 o.00 wvsD 15.00 o. 00 uso Long Slecwe T-sShirt, Mens
Sdstoib Type = St Moot pex Unis Fuand = = Zrogcam Slasg Bud Rof = = BExoilect
Expense usoo1 zizo020 s1000
Ledger crowp GL. =3y Aocount ALT mcor Oper unis Fand Deparment Erogram Clans Bud mer Produce Erofect
uUs001
! 2 1 12.00 @.oa 1000 a.00 wsD i180.00 o.oo uso Long Sleeve T-shirt, Mens
Zistoin Tvpe -1t acoouns sLT_mcon Qpes unis Zmad Dopaccmons Erogram e Bud Bof Eroduos Ezpiect
Expernne uso01 131000 11000 ALLFRD
Ledges Gooup fooount oli scok Dees Uiz Euand Depaccoens Erogcam Slaso Bud Sef = = Ezoiect
uso01
2 b 1 Switchback Mountain 2iking Shorts
1,00 -1 ae.o0 o.00 wvsD a0.00 o. 00 uso
= o £ £ Qoo Uiz Zuad = = Zxogram Slaaa Bud Bof E £ Exoiccn
Expense uso01 ziz2020 si000
Ladges Coonp = dumoouns Set Moot per Unos Eaad Lepascoeons Zrogcam =lauu Bud Zof E = Bxoiaect
usoo1
2 2 1 Switchback Mountain Biking Shorss
15.00 o.oa aso.oo a.o00 vsoD aso. oo a.oo usD
Distrib Type G =u n £ ALt mcct Oper Unis Fand Depactmens Program Clans Bud mef Product Proifect
131000
Distrib Type G =g X £ ALt Acct oper Unic Fund Depactment Progzam Clans Bud mef Product Profect
Expence usoo1 13100 11000
. _ - & 1t = Omer Unis T e p——— Zrogram Sloga Bud mcf Erodustc Exoiccn
usoo1
Report 1D : POROLOO1 PeopleSoft Purchasing Page : an
Operator 1D = P11 Run Date 03M1 12005
Run Control :  aas OPEN PURCHASE ORDER REPORT - OPEN PO LOOKUP Aun Time 08:00:52
Budget Date:  03/01/2001  To:03M1 1,/2005
PO BU Purchasse Order Linad/SchiDist g S Qty Remain g Encumio Encumb Remain Currency Orvig Encumb Base Encumb Bemasin Bass Base Currency ltem Descrption
US001 PURCHASE BUSINESS UMIT TOTAL B23.703.12
Report Total B23.703.12

11
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POROL 002 PO Rollover Report

Explanation: Use the PO Rollover Report to review the four different roll statuses (Pending, Mid Roll, Roll Completed, and Disqualified) of the
purchase orders during the budget year-end process.

Navigation: Purchasing / Purchase Orders / Budget Year End Processing / PO Rollover Activity

Run Control:

ORI ="

Main Menu
-

Favorites = Purr.:lj'_asing - Purchasg; COrders > Budget Year E_|[1d Frocessing » PO Rollover Activity Report
-

PO Rollover Activity Report

Run Control ID: test Report Manager FProcess Monitor lil
Language: -
Business Unit: IMDJUD L1
Budget Date Ramnoge
From Date: Ii ] To Date: Ii )
@ pending 0 paid Rodl I Roll Completed 0 Disqualified
ChartField Selection Fersonalize | Fing | &=
Seguence Field Lorng Marme Inciude CF
| 1 Batch Agency
| = Program Cost S.ccount
[ 3| | Funa
| a2 Account
| = Program Code
| (=3 A ppropriation Number
| 7| |approp wear
| = Department
| = | Project

12
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Sample Report Output:

ReportiD:  POROLOOZ PeopleSoft Purchasing Page: i
Operator ID: VP Aun Date 04/18/2005
Run Contrl :  SWD PURCHASE ORDER ROLLOVER ACTIVITY REPORT Run Time 08:35:56

Roll Status: ~ Rolled

POBU Purchase Order LinaSchDist OngQty  OfyRemain  OngEncumo  Encumb Remain Currency  Crig Encumb Bass  Encumb Remain Base Base Currency ltem Description

UEiL 0000000192 DATE:r 041272004 Verdor @ SCMO00000L HAME BIKE-081 BUYER: Kenneth Schumacher

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

111 000 0.00 Ga 0.00 vsD . 00 0. 00 ] TEST

Ledger Growp  GL BU hcoount Alt Acct Oper Unit Fund  Department Program  Class Bud Ref  Product Project
CC_ORG LEaDD
UE00L 0600000229 DATEr 0671072004 Vendor 1 SCMOO0000L HAME BIKE-001 BUYER! Kenneth Schumacher

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

111 000 0.00 Ga 0.00 vsD . 00 0. 00 ] TEST ROLL

Ledger Group  GL BU hecount Alt Asct Qper Unit Fund  Department Frogram  Class  Bud Ref  Product  Project
DETAIL L9EEDD

13



Training Guide {?3 G E A R S

Purchasing Reports . _,Q General Enterprise And Resource Support

PORQ 009 Close Requisition Report

Explanation: This report provides information about requisitions that have been closed by the last run of the Close Requisition process
(PO_REQRCON).

Navigation: Purchasing / Requisitions / Reconcile Requisitions / Close Requisitions
Run Control:

ORACLE

Favorites  Main Menu  » Purdlasing » Requig_ih'ons » Recondle Edrﬁquisiﬁons » Close Requisitions
- -

Home | Wiorklist | MultiChannel Cons

1 New Window |:-f Personalize

Close Requisitions

Run Control ID:  test | Run

Process Monitor

Process Request Parameters

Requisition Run Option: 1 Bus Unit -
Business Unit: a,
Requisition ID: ]

Tl

ChartField Criteria Personalize | Find | view Al | B | #

GL Unit ﬁ" PCA Fund Account  Program ':t':l:::r Approp Yr  Dept mﬂB“" Project Activity
1 Q Q Q Q | Q | Q| la| Q | | |af Q |
4 ] | 3
Accounting Date for Action: 06/06/2013 [ Use Current Date as Acct. Date
Update Budget Date Equal to Accounting Date
@ seve | [ Notity | [ Add | F] UpdateiDisplay.

14
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Sample Report Output:

Report I0: FORDOOY

Business Umitivstol

Reg Id Req Date

07 /a8 i00e
07 /a8 i00e
07 /a8 i00e
07 /a8 i00e
07 /a8 i00e

EEEEE

EXD=-BUSIKESS UNIT

Req Status

Approved
Approved
Approved
Approved
Approved

Budget Status Line

valid
valid
valid
valid
valid

1

1
1
1
1

Line Status

ipproved
ipproved
ipproved
ipproved
ipproved

PeopleSoft

REQUIBITION RECOWCILIATION REPORI

1

:
i
i
§

Approved
Closed
Approved
Closed
Approved

15

Gched Sched Status Dist Dist Status

Open
Complete
Open
Complete

Open

iC‘j‘;QGEARs

General Enterprise And Resource Support

Page Ho. 1
Fun Date07/18/2006
Run Time 15:%0136

Budget Ln Status
valid
valid
valid
valid
valid
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POS 8002 Requisition Budgetary Activity Report

Explanation: This report provides budgetary amount information for requisitions according to report request parameters.

Navigation: Purchasing / Purchase Orders / Reports / Req and PO Budgetary Activity

Run Control:

ORACLE’

Main Menu Purd’]rasing > Purd"las‘er Orders » R.epgts » Reqand PO Budgetary Activity
-

Home | Worklist |

Favorites
-

LE MNew Wing

Req and PO Budgetary Activity

Run Control ID:  test Report Manager Process Monitor | AL I

Language: English -
Report Request Parameters
*Business Unit: a, *Budget Date From: Eﬂ *To @

Remaining Amount: - | 0.000

Business Unit GL: Q

ChartField Sort Options Personalize | Find | view & | B | 7 Fi 0

*ChartField Shert Name From ChartField Value To ChartField Value

ACCOUNT @, Account Q | Q # =

H

|Es Add | |5 UpdateiDisplay

16
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Sample Report Output:

Report ID:POSBOOZ

Business Unit: US001

Account: ALL

Budget Date From 2000-03-01 To 2005-03-11

Paoplefoft Purchasing
REQUISITION BUDGETARY ACTIVITY REPORT

REQ ID Line/Sched/bist  Original RE0 Apount - Liguidated Amoupt =

ooo0000132
0000000132
0000000132
0000000139
00000001459

1/1/1
1L
Y/l
11/
11/

Totals:

45.00
65.00
123,85
45.00
£50.00

528,85

0.00
0.00
0.00
0.00
0.00

0.00

17

Y*GEARS

G General Enterprise And Resource Support

Page Ko, 1
Run Date: 03/11/2005
Run Time: 09:06:53

Bemaining Amount PO Amount  Account
45,00 0.00 600020
65.00 0.00 600020
123,85 0.00 600020
45,00 0.00 631000
650,00 0.00 631000
528.85 0.00
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POY 1100 Req to PO Cross-Reference Report

Explanation: This report provides information about selected requisitions and the purchase orders that have been created from them.
Navigation: Purchasing / Requisitions / Reports / PO Requisition Xref

Run Control:

OoRACLE

Favorites  Main Menu  » P'urdlasing > Requi_gitions » Rep_::_:-rts » PO/Requisiton Xref
- -

PO/Requisition Xref

Run Control ID:  test

Language: English -

Report Manager Process Monitor l

Report Request Parameters

From Date: | [4 Through Date: | ]
Business Unit: | Q,

18



Training Guide
Purchasing Reports

Sample Report Output:

GEARS

“-,Q General Enterprise And Resource Support

Hepart O POY1100 PacpeSok Porchasing Fage Moo 1
Umer ID: WP REQUIBITION TO PO XNREF REPORT Fan Dafs TE20E
Rus Coraral; 101 Fais T v 1:58:10 PN
Heg Cates Inciuded: Thra
Buninesa Uni: UEnn1
Ry s imeres Furchass Coder
o LinSchTat (=) tem 1D Deacr piat Chuardty UOM  POD Corfraci 10 Fal SRz Dra LinSchiat TDuazlky TR Prica
DoOmoDo01E L 1 1 1252002 10006 Eupohiy Shons, Mon's 20000 EA [o0o0Do043 4222003 11 20000 UsD 2000
DoOMO0oA 5T L 1 1 AZAT003 MT2000 Profoss ona Aoad B, 200 E&A DOOOODI0ET 11 300 5 1 200 UED aTED0
WWoman's
DOOI00053 1 1 4232003 10005 1500 EA DOOOOD00SE 00O D00DI000D0DI0000 6 2 1MAE0N 2 2 1500 UED 3000
DeOOOD00E 1 1 4ZAZ003 10000 Long Seeve tng Jemey, 10000 EA LB LR LR 1220 11 00D UED 20,00
Man's
F 1 41 a4ZauDia 100G Long Seeve ong Jeney, 1500 E& DOOOODI0ET 11 300 21 4500 UED 2500
WWoRan's
PR D R 1 T ARAE000 THED Long Slotwe Biiing bersay, mnen EA PR LN s TR LI T L 2000
Man's
PUS ERUELLR P 1 T ARG THET SHgnpocket Shorts, Women's Tsen s FUELLS PR R P TR a1 1 U5 0 LD 2000
2 T ARG THE Ewinchback i, Bildoey Shoms, T2En EA TR0 T 4 1 1 U2 LD 2000
Winmgn's
PR e R E T ARAR000 THES 200 EA PUELR LN R VR L D RLR b B e B R LR ] 2 TUNAEHE 2 3 20 LS poalis]
PUR D R 1 T AR TR Lo Slisdnl Biiing bersdy, T2en EA OO TAAHE LI UE N LS 2000
Man's
T 1 1 &ZAs0id 10002 Lo Slisdass T-Shit, Wasd 1200 EA DOOOOD003E  GOoODO0o0DI000I0D0000 5 4 140N i 2 4200 UED 1500
B T ARG THED Loy Sloes Bliing Jbersey, T2e0 EA N0 TUTAZTHE - U2 LD o=
Winmgn's
DOODODO0EE: 1 1 AZATZ00E 10004 Long Sloesas Biuing Mermsy, 10,00 E& DOOOODI0ET 11 40 i 4 000 UED 2000
Man's
DOODODO0ET 1 1 4232003 100793 Voanhed Eoiigss Road Holmsl 1200 EA DOOOODI0ES 140N 11 A2 0D UED 2000
DoOmD00ES 1 1 4ZAZ003 10000 Long Sloevse Biing bermay, 1500 E& LB LR LR 15200 1 & 41500 UsD 20,00
han's
F 1 1 azanunia 40093 Wanbed Ecliges Road Holmei 10,00 E& DOO00DI0ET 11 5200 1 2 000 UED 2000
DOOI0o00 T T 1 1 4ZAs00E 10093 Voanhed Eoiigss Road Holmsl 10000 EA DOOOODI0ES ET003 1 3 10000 UED 2000
Fage 1 ol 2
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POY 4011 PO Listing by Vendor

Explanation: This report provides purchase order information sorted by vendor.

Navigation: Purchasing / Purchase Orders / Reports / Listings

Run Control:

ORACLE

Favorites  Main Menu  » Purdlasing b Purchas_er Orders » Rep_grts » Listings
* -

Listings
Run Control Il test Report Manager Process Monitor |_ Run |
Language: Englizh -

Report Request Parameters

Business Unit: liﬁ.,

From Date: W Through Date: | 31
Vendor SetiD: Q

Vendor ID: Q

Buyer: | Q,

PO Status: -
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Sample Report Output:

HepartiD: POY4OLY PacpieSot Porchasing Paga Na. 1

UneriD: L] PO LISTING BY VEMDOR Au= Jals SRS

Run Coraral:  © R Time A: 5308 PR
PO Dales inchuded: Thax
Wardor Sebid: EHS&RE
Wardor 10, Harsec ECMODOODIT BIKE EHOP

R Feis b
B L] Commact 1D Rel Ordar PO Duts Barpss Act  Meth PO Status Hold Hcw  Curmency Arraarr
LS00 CODO0000 12 [Ce e e T e e o i LR o T Hansezih Serasimachior v PR~ Dimpalchsd M P UED 13337833
Lo [= L Rt ] [L= PR U b RS B e s T B L o TrEEEeE Fanaein Sormocher L FHM Crmpaiched L] L LS TN A0 0
LS00 (= i e ) [Levis e i p s pie e e e i) Rl 7 O TS0 Hanerih Sorasmaichior v PRN Dimpa o M M UED IaA12 50
LU (= bl e ] a (=L b e Haenmmih Gehumachers v FHM Crizpalched Lo M LI 1025
LIS CODOOo003S o [ T ] Hopareei Sarasimaachis L PR [a TR ) H L] uUsD 102500
LU QOIS (Lt m U Le R R e e e s LR e (= T 1] [EE L, s v FHM Ao Lo M LI AR DD
LIS OODIO000AT o o CLESEOOE Ceis Bakosr L PR [a TR ) H L] uUsD 34 000 0D
LU0 QOO a (= T s Haenmmih Gehumachers v FHM Chizpalched L M LI L0 00
LESDOrd = e ] o 3 AN TESNG Hopiideai Sarasimaachis L (S (o TR ) F L] Uso E00.00
LU0 QOO A a (= R s Haenmmih Gehumachers v FHM Chizpalched L M LI S0
LESDOrd = e e -] o 3 AN TESNG Hopiideai Sarasimaachis L (S (o TR ) F L] Uso 1.250.00
LU0 (=t m i e ] a (= R s Haenmmih Gehumachers v FHM Chizpalched L M LI ElL=N =]
LESDOr = ] o [t i L Hopieai Sarasimaachis ¥ PR = F e usn £ 20000
LS00 CODO0000:0 o [ L B 1 Hanezih Sorasmaichior v PRN Dimpalchsd M M UED 2,000.00
LS SRR a T ArPARTHE) Hennain Sorymoaches L PHM Spprorasd L] s LS =N =]
LS00 CODOO000E o [ R D 1 ) Hanezih Sorasmaichior v PRN Dimpalchsd M A UED 2,000.00
LA DRSS a T ArPAETHE) Henanelh Schymaches v FHM Crmpaaiched L] M LS 2000
LS00 CODO000nES o [ R D 1 ) Hanezih Sorasmaichior v PRN Dimpalchsd M A UED 250,00
LA L= ] a (=R e ) Henanelh Schymaches v FHM Crmpaaiched L] M LS 2000
LS00 CODO0000ES o o SMR003 Hanezih Sorasmaichior v PRN Dimpalchsd M A UED 37500
Lo DR a (= ) Fanaein Sormocher L [Ees ) Crmpaiched L] e LS 20000
LS00 CODOD000ER o [ U bl ] Crwis Baber v EDx Dimpa o M M UED TEA1E 1S
Lo (= LR R T ey a (=R Fanaein Sormocher L FHM fate = L] e LS S
LS00 CODOO000Ed o [ P D 1 ] Platrica Safetuz ¥ PR L= ] M M UED 110a8 000, 00
Fage 1ol 2
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POY 4100 PO to Requisition Cross-Reference

Explanation: This report provides a cross-reference between requisitions and the purchase orders created from those requisitions.
Navigation: Purchasing / Purchase Orders / Reports / Requisition Xref

Run Control:

ORACLE

Favorites  Main Menu » P’urd]rasing » P‘urd'lasE Orders » R.EpEftE » Requisition/PO Xref
-

-

Requisition/PO Xref

Run Control ID:  test Report Manager Process Monitor |_ Run |
Language: Englizh -
Report Request Parameters
From Date: | @ Through Date: | @
Business Unit: | Q
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Sample Report Output:

ORACLE  FeportiD: POYA100 PaaplSalt Purchasing Pags Ma, 1
User 1D: conwynn PO TO REQUISITION XREF REPORT Ruan Date EN2013
Run Camtrel:  tast Rusn Tisnn 3:10:48 PM
PO Dates Ineledod: 1111900 Thru: 112098
Business Unit: MOJUD
Requisizion
Cantrect 1D E Wandar [0 LiniSchiDst Izam 1D Dascriptian Order Qty UOM  Cur Prica I LinSch'Dat Quantity UM
PO_ID: 0000000031 PO Date: 4172013
003030002 1 1 1 te=l ibam 50.00 EA uso 50.00 DOOJODJ0S1 1 1 1 50.00 EA
PO_ID: 0000000032 PO Date: 4172013
0030030002 1 1 1 5015A Confidenlial Envelopes 7 5.000 FK uso 10.00 DODI000231 1 1 1 5,00 PK
12 X110
PO_ID: 0000000115 PO Date: 5M0/2013
WNDR-D00D 1 1 1 2Z5-D0WVATERD Caolers, Drinking Water 7.00 EA uso 125.00 DOOI003301 1 1 1 700 EA

{Fountains, ets.)

PO_ID: 0000000116 PO Date: 51072013
VNDR-000D 1 1 1 915-00COMMDD Communications, Genaral 300 EA  USD 1.000.00 DODOODI302 1 01 1 3.00 EA
B Mise.
PO_ID: 0000000117 PO Date: S5M0/2013
VNDR-0000 1 1 1 961-1SCATERDY Cancessions, Calering, 600 EA  USD 350.00 0ODJIO0I303 101 1 5.00 EA
Vanding
PO_ID: 0000000118 PO Date: S5M0/2013
VNDR-000D 1 1 1 S18-DDCONSULT  Consulling Sendcss, 500 EA  USD 1,000.00 DODOODI30A 1 01 1 5.00 EA
Han-Technicsl
PO_ID: 0000000119 PO Date: 51072013
WROR-0000 11 4 O5Z-BESERVEND Court (Huran) Sarvices, 500 EA  USD 500.00 0ODIA0I305 101 1 500 EA
Genearal
PO_ID: 0000000120 PO Date: SM0f2013
VNDR-0000 1 1 1 525-D000CSI0 Document Management, 1000 EA  USD 250.00 0ODIODIZ0E 101 1 10.00 EA
General
PO_ID: oooooood21 PO Date: 51072013
VNDR-0000 1 1 1 ODI-DOSAFEDD Emergency Retated 500 EA  USD 500.00 CODIODI3I0T 101 1 5.00 EA

Services, Ganeral
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POY 5001 Receiver Summary Report

Explanation: This report provides a summary listing of receipts within a specified date range.

Navigation: Purchasing / Receipts / Reports / Receipt Summary

Run Control:

Fawvoaorites Main Menu » Purchasing » Receipts » Repo
- - - - -

Receipt Summary

Rumn Control ID: test

Language: Engli=h -
Report Request Parameters

From Date: | [
Throuwgh Date: | IE
Business Unit: | 6§
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Sample Report Output:

ORACLE  ReportiD: POYSD01 PeapleSalt Purchasing Fage Mo, 1
Usar 1D: danwynn RECEIVER SUMMARY REFORT Rusn Dt EM 2013
Hun Control: L] Run Time 3:26:17 PM
Rucadwir Datis Includod: 111900 Thia 1172099
Businass Unit MOJUD
Hild Hold
Ship Te Aecebver ID Riow Dabe ‘Wendor 10 ‘Wendor Name Rov Satus Miatch Status Bill Of Lading ‘Carrier 10 Ansr Invmntary
ADC-COPS  DDODDODDIE 4172013 ODJ0DJO0OD0Z2 Annapalis Office Suophy Racaivesd To Match M M
omannondIe  AZFHE013  WNDR-DOOD ADC TEST VENDOR Racaived Matched M M
DDODDODI2D 4232013 WNDR-DOODD ADQC TEST VENDOR Racaivesd Malbched M M
nonomonze - GMNZ013 WNDR-DNZFZ SCHOOL BUILDERS, INC. Racaivesd Mabchiad M N
DpODDODoZE  GMIVEO1E  WNDR-DOI9 THOMSOMN REUTERS Soyad Matched ™ I
DDODDODI23E &MVE01E  WNDR-DO21 DRACLE Movad Malbched M M
omomono2d4 - GMNEZ013E  WNDR-DOTE TYLER SOLUTIONS S Malched ™ M
DDODDODIZS  GMIVEDT1E WNDR-DOD4 X FACTOR CONSULTING IMC Mavad To Makch ™ I
noonomoo2s  GMNEZ0T3 WNDR-DO93 HANDYMAN ASSISTANT Syt Mabchiad M N
DDODDODDZT  GMDVEDTE  WNDR-DODE XYZ, INT Saoyad Matched ™ I
DDODDODIZ2E &MDIVZ013 WNDR-DOOS CHRIS DOYIER DESIGM Movad Malbched M M
0ooooonazZe  aMVEDT3E WNDR-DO9Z BRICKHDOUSE SECURITY Sy Sdabched M N
DDODDODI30 aMDVEDTE WNDR-DOO7 EDWARD T. EURKE & ASSOCIATES, P.C. Mavad Matched ™ I
nmomnnEYs GMINE013 WNDR-D0T1 IMAGINE TIME, ING. Mt T Match ™ el
0DODDOD03ZE  GMIVEZOTE  WNDR-DO20 XTRACT OFFICE FURNITURE WAREHOUSE Sayad Malched ™ M
DDODDODI33 aMDVED1E WNDR-DO1D FALLD TASOR Mavad To Makch ™ I
0DO0DD00a34  GMDVEDTE WNDR-DOY4 BLOOMBERS BMA Sy Sdabched M N
0DODDODO3s  GMIVEZOT1E  WNDR-DOST EDWARDS LIFE AMD CTASUALTY Mavad Malched ™ M
B4 BMDVZDTE WNDR-DOAS RORTOMN INTERNATIONAL PTY LIMITED Syt Sdabched ™ M
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POY 8000 Cardholder Information Report
Explanation: This report provides information relating to each cardholder and the cardholder’s assigned procurement card. The information

printed in the report includes card number, transaction and monthly limits, and authorized purchasing categories.
Navigation: Purchasing / Procurement Cards / Reports / Cardholder Information

Run Control:

ORACLE’

Favaorites
*

Main Menu > Purd:lrasing > Prumrem_gnt[:ards » Rep_grts » Cardholder Information
-

Cardholder Inform ation

Run Control Il test Report Manager Process Monitor | Run |

Language:
Role Name:

Empl ID: | Q,
Card lssuer: I— Q

-

/@ Save | L\ Retum to Search| [+ PrevicusinList | |47 nestinList| ] Metify | |[Ee Add | | ] Updst=iDizplay |
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Purchasing Reports

Sample Report Output:

oRracLe el PEvB000 PeopleSat Purchasing Page Mo, 1
Usnr: wWynin, Don [donswynn} CARDHOLDER INFORMATION REPORT Rusn Date EMQI2013
Aun Control: baat Run Time 3:29:21 PM

PTP_001,Jeff (100000001)

Card Issuer: USBNK, U.S. Bank

Card Humibar Expira Gl Account Max Cradit Limit Currency Limit Par Month Limit Par Transaction  Currency Trans Par Month Trans Per Day
Frmmmsmmme=td450 Wisa) AHE202D [a]= 0.0 UsSD 0.0D 0,00 3.00 200
Commadity Code Restrictions Commadity Code Commoedity Code Description GL Account Limit Amount Limit Per Transaction Currency
.00 0.00

PTP_003,PTP_003 (222222222)

Card Issuer: USBNK, U.S. Bank

Card Humbar Expira GL Accaunt Max Cradit Limit Currancy Limmit Par Momnth Limit Par Transaction  Currgnay Trans Par Manth Trans Par Day
FRmmRRmmRRetRE3D [Visa) AME2020 0813 0.0 UsD 0.00 0o .00 300
Commadity Code Resirictions Commaodity Code Commaodity Code Descripiion GL Account Limit Amount Limii Per Transaction Currency
.00 0.00

PTP_004,PTP_004 (333333333)

Card lssuer: USBNK, U.S. Bank

Card Numbar Expira GlL Account Max Credit Limit Currency Limit Per Month Limit Par Transaction  Currgnoy Trans Par Manth Trans Per Day
Are2020 o]t 0.0 uso 0.00 g0 .00 Qg0
Commadity Code Restrictions Commadity Code Commadity Code Descriplion GL Account Limit Amount Limit Per Transaction Currency
.00 0.00
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POY 8010 A Variety of P-Card Reports can be initiated from this Run Control

Explanation: This series of reports provide information about employee procurement card expenditure amount limits per transaction.
Navigation: Purchasing / Procurement Cards / Reports / Purchase Exceptions

Run Control:

ORACLE

Favarites  Main Menu > Purdlasing pd Promrernsntﬂards * R.ep_grts » Purchase Exceptions
- -

Purchase Exceptions
Run Control ID:  test Report Manager Process Monitor |_ Run |

Englizh -

Language:

Report Request Parameters

Role Hame: h

ID: | Q

Card lssuern: | Q

Card Number: |

Currency Code: litl

Date From: Ii M To Ii ]
/@ Save | |£\ Retumnto Search | |4 Previousin List | |+7] lextin List| 5] Motify | [Eepnad| [FlaipdateDispiay]




Training Guide
Purchasing Reports

Sample Report Output:

e’

GEARS

General Enterprise And Resource Support

~ Report ID: POYBOO PeopleSoft Purchasing Page No. 1
ORACLE . PURCHASE EXCEPTION - EXCEED LIMIT-PER-TRANSACTION RunDats 602013
Run Contral: Run Time 3:34:28 PM
From:
Ta:
Card Issuer Card Numbar Expire Limit Per Trans Billing Amount Trans Number Trans Date Trans Amount
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POY 8052 Purchase Summary by Employee

Explanation: This report provides a summary of all procurement card purchases sorted by employee.

Navigation: Purchasing / Procurement Cards / Reports / Account Summary

Run Control:

ORACLE’

Favorites  Main Menu > Purdlasing » Promremsntﬂards » R.ep_grts ¥ Account Summary
- -

Account Summary

Run Control ID:  test Report Manager Process Monitor |_ Run |

Language: Englizh -
Report Request Parameters

Role Name: A
ID: | Q
Card Issuer: | Q
Card Humber: |
Currency Code: qu
Date From: [o10111900 | To: [0101/2098 |
@ seve | A RetumtoSearch 4 PreviousinList |+7] extinliz | |[Z] Notify | [Evadd | |l Updateisplay,




%I GEARS

Training Guide
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Purchasing Reports

Sample Report Output:

Report 1D: POYBOS52 PeopleSoft Purchasing Paga No. 1
ORACLE  Useri: PURCHASE SUMMARY BY EMPLOYEE Run Date 6M0/2013
Run Control: Run Time 3:32:54 PM
From:
Tor
Billing Amount in:
Employee:
Merchant:
Card lssuer Card Number Transaction Nunber Merchant Reference Description Trans Date Post Date Billing Amount
Total for
Total for
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Course Summary

Y‘

You have successfully completed the REP300-PO Reports course. In this course, you have learned how to:

Congratulations!

e Generate and review various Purchasing Reports

We hope that you found this class informative, interactive, and fun. Check out other GEARS training courses, available on the GEARS website at
http://courtnet/gears/index.html (http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving this course please share your feedback by sending us an
email at gearstraining@mdcourts.gov (mailto:gears@mdcourts.gov).
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